
S t . M a r y ' s C o u n t y R e c o r d s C e n t e r a n d A r c h i v e s 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
No. C-654 S t . M a r y ' s C o u n t y R e c o r d s C e n t e r a n d A r c h i v e s 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
P a g e i/rl Z, 
No. 

| Agency 
" St. Mary's County 

Division 
Recreation & Parks 

Item 
No. 

1. 

Description 

Administrative Files 

General office files relating to the administration 
of the Recreation & Parks Department. Includes 
correspondence, forms, reference files, printed 
materials and comprehensive plan materials. 

Budget 

Worksheets, budget amendment proposals and reports, 
copies of budgets and budget requests for annual 
county budget and capital projects. Relates to 
development and supervision of the budget for all 
divisions of the Department except the golf course. 

Financial Reports 

Computer printouts from County Finance office 
detailing departmental financial activities. Used 
for reference and cost projections. 

Program Receipts 

Copies of deposit records and receipts for monies 
collected through departmental programs and through 
grant reimbursements. 

Personnel Files 

Personnel files consist annual folders containing 
timesheets and schedules and personal folders 
containing copies of personnel actions, leave 
requests and evaluations. 

Retention 

Retain general subject files 
in office until administrative 
use ceases, then destroy. 
Review files before weeding 
and retain all historical or 
policy files(including 
comprehensive plans files) 
permanently. Permanent files 
may be transfered to County 
Records Center & Archives when 
no longer needed in office. 

Retain in office until annual 
county budget is published or 
administrative use ceases, 
whichever is later, then 
destroy. 

Retain in office 2 years after 
fiscal year issued or until 
administrative use ceases, 
whichever is later, then 
destroy. 

Retain in office 2 years after 
fiscal year issued, then 
destroy. 

Retain Annual folders 4 years, 
then destroy. Transfer files 
after 1 year to County Records 
Center & Archives^ personal 
Fileŝ jcetai-rr"f*p(rCdur,'a.tion of 
irfdiv.i'dUais iemp»loynJent and 
three* years after termination, • 
then destroy. vPersonal Files 
may, be transferred periodically 

to County Recbrds' Center to be held until 
H p g f p i r H n n Hfat-P anH then rlpgfrnypd. 

"Schedule approved by Department, 
Agency, or Division Representative 

Schedule authorized by 

Signature 0 T i t l e D a t e S t a t e A r c h i v i s t 'Dat< 
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10. 

Grants/Capital Projects - Active 

Files for state funded/matching grant projects 
for parks, waterway improvements, and program 
grants. Types of materials in files include 
contracts, copies of grants, lease agreements, 
reference materials, layouts and drawings, and 
reports. Material is accumulated over months or 
years as parks and projects are developed. 

Grants/Capital Projects - Inactive 

Files for completed grant and capital improvements 
projects including state funded projects for parks, 
waterway improvements and program grants, Types 
of materials include contracts, copies of grants, 
lease agreements, reference materials, layouts 
and drawings, and reports. Park files reflect 
the history and development of each park. 
a. Park Files 
b. Waterway and Program Files 

Site Plans 

Land plats, blue prints and drawings for each park 
site maintained by the department. 

Project Bids & Specifications 

Copies of successul bid proposals and 
specification bids for equipment. Used for 
reference in developing new bids. 

General Files (RECREATION) 

Reference files for Recreation division containing: 
a. Fingerprint checks 
b. Finanical Files (cancelled checks, purchase 

requests) 
c. General data and report files 

Retain in office, Transfer 
to Inactive Files when 
appropriate. 
(See item 7 ) . 

a. Retain Park Files 
Permanently. 

b. Retain program and water
way files for 5 years 
after funding cycle 
completed, then destroy. 

NOTE: Retain files (a&b) in 
office 2 years after grant or 
until administrative value 
ceases, thereafter transfer 
to County Records Center & 
Archives * for permanent 
retention of park files and 
temporary retention of other 
files. 

Permanent. Retain in office 
until administrative value 
ceases, thereafter transfer 
to County Records Center & 
Archives* for permanent 
retention. 

Retain in office until 
administrative value ceases, 
thereafter destroy. 

a. Retain 3 years after 
employees are terminated, 
thereafter destroy. 

b. Retain 3.years after FY in 
which created, thereafter 
destroy. 

c. Retain until administrativ 
value ceases, thereafter 
destroy. 
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11. 

12. 

13. 

Current Programs/Timesheets (RECREATION) 

Files for each program sponsored or supervised by 
Recreation Division containing promotional 
information, timesheets for part-time leaders 
and general program informaion. 

Museum Files (MUSEUM) 

Files related to the administration and programs 
of the St. Clements Island and Potomac River 
Museum. Includes: 
a. Financial and report data 
b. By-laws of museum board and policy statements 
c. Correspondence and general subject files. 

Wicomico Shores/Chaptico Recreation Association 
(GOLF COURSE) 

Annual files for administration of Wicomico Golf 
Course. Includes contracts, budget information, 
budget worksheets, bank deposits, membership dues, 
correspondence, and courtesy copies of Advisory 
Board reports. 

Retain 3 years or until audits 
completed, whichever is later, 
thereafter destroy. Retain 
in office 1 year, thereafter 
transfer to County Records 
Center and Archives to be 
held 2 years and destroyed. 

Retain for 2 years after 
close of fiscal year 
created, thereafter destroy 
Retain permanently and 
transfer to County Records 
Center & Archives* when no 
longer needed in office. 
Retain until administrative 
value ceases, thereafter 
destroy. 

Retain 5 years. Retain in 
office 2 years, thereafter 
transfer to County Records 
Center & Archives to be held 
3 years and thereafter 
destroyed. 

NOTE: To insure proper 
retention of Advisory Board 
records, copies of any 
independent audit statements 
and policy files not maintaine 
by the Advisory Board should 
be retained permanently. 
Retain in" office,until 
administrative value ceases, 
thereafter transfer to County 
Records Center and Archives.* 

* If no County Archives is being maintaired, 
transfer to Maryland State Archives. 



IHSTNUCTIQMS- -TYPE OH PHI NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 580 -1 ) 

DEPARTMENT OF CLNERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PACE 

DEPARTMENT/AGENCY 
! St. Mary's County 

2. DIVISION 
Recreation & Parks 

UNIT 

DEFINITION-RECORD SERIES-* O B O U P O F R B L * T E O R E C O R D S N O R M A L L Y FI L E D A N D U S E D AS A U N I T F O B 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I B P C B I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Administrative Files 

EARLIEST YEAR/LATEST YEAR 
1987- T O 1989 

8. RECORD SERIES DESCRIPTION j" R , ,"' l- V D E S C R I B E T H E T Y P E S O F IN F O R M A T I ON / D O C U M E N T S / F O R M S P O U N D 
IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E BBFTJES) 

General office files relating to the Administration of the Recreation and Parks 
department. Includes correspondence, forms, reference files, printed materials, 
and comprehensive plan materials. 

7. RECORD SERIES FORMAT(S) 
LETTER SIZE • MICROFILM 

D LEGAL SIZE • COMPUTER TAPE 
^^BOUND BOOK • FLOPPY DISK 
D AUDIO TAPE • VIDEO TAPE 
O OTHER(SPECIFY) 

6. RECORD SERIES SEQUENCE 
BXALPHABETIGAL 
Q NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 
XH FILE DRAWER(S) 
• MICROFILM REEL(S[ 

1 O COMPUTER TAPE(S ) 
N U M B E R D oTHER{SPEC I FY) 

10. ANNUAL ACCUMULATION 
X B FILE DRAWER(S) 

• 5 • MICROFILM REEL(S J 
NTJHBE"R" d COMPUTER TAPE ( S ) 

• n T H F B ( Ktrr l r v ) 

i 1 I FILE IS USED 
O DAILY 0 WEEKLY S MONTHLY 

12 . FILE BECOMES INACTIVE AFTER 
m&ML ^ MONTHj S) x 5VEAR(S, 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Recreation & Parks officel 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt 
(IF Y E S , S P E C I F Y /.OEKCY OR O F F I C E ) 
• YES OXNO 

15. ACCESS RESTRICTIONS O YES B NO 
(IF Y E S , CITE L A W ( s ) ft RBOULATI O N ( S ) 

16. AUDIT REQUIREMENTS 
x3tNONE • STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
BF.IEFLY AND D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

0 YES X & NO 

18, RECOMMENDED RETENTION 
Retain in office until adminis^'ra't^vi| |#alue 
ceases. Review perio.dicaily f o*f"*materials * 
of permanent/historical value (policy 
statements, special ^report's). ' ... : '„ 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . DATE 
9/28/89 

DCS 550-4 (REVISED 2/87) 



; IH^TKOCT 1 QMS- -TYPE OH PHINT A 
I SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL SERV1CES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V t . N T U K Y 
; IH^TKOCT 1 QMS- -TYPE OH PHINT A 
I SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL SERV1CES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE JX OF / 3 

j ^^bEFARTMENT/AGENCY 
! St. Mary's. County 

2. DIVISION 
Recreation & Parks 

3. UNIT 

DEFINITION'RECORD SERIES-A O R O U P ° R " * L A T E D R E C O R D S N O R M A L L Y 1 F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E AW W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Budget 

8. E A R L I E S T Y E A R / L A T E S T Y E A R 
1986 T O 1989 

8. RECORD SERIES DESCRIPTION j B R I , F U V D E S C R I B E T H E T Y P E S O r IN F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
IN THE SERIES. I N C L U D E T H E F U R P O S E O R F U N C T I O N O F T H E S B F T T E S J 

Worksheets, budget amendment proposals and reports, copies of budgets and budget 
requests for annual county budget and for capital projects. Relates to the development 
and supervision of the budget for all divisions of the department except the Golf 
Course. 

7. RECORD SERIES FORMAT(S] 
ff LETTER SIZE CJ MICROFILM 
• LEGAL SIZE O COMPUTER TAPE 
^^OUND BOOK • FLOPPY DISK 
° AUDIO TAPE • VIDEO TAPE 
O OTHER(SPEC I FY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 

xx£ CHRONOLOGICAL 
Q GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 

.5 
N U M B E R 

n*F|LE DRAWER( S ) 
• MICROFILM REEL(S) 
a COMPUTER TAPE(S) 
D OTHER( SPEC I FY ) 

I 0. ANNUAL ACCUMULATION 
t**F 1LE DRAWER ( S ) 

2" O MICROFILM REEL(S] 
NUMBER D COMPUTER TAPE(S) 

P Q T H E R ( f i P r r i F V ) 

11 FILE IS USED 
O DAILY • WEEKLY KXMONTHLY 

12, FILE BECOMES INACTIVE AFTER 
• MONTH) S ) S:XYEAR(8] fiS&EEg. 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Recreation & Parks office! 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
I IF Y E S , S P E C I F Y A O E N C Y OR O F F I C E ) 
ScYES O N O some duplication at County Finance 

15. ACCESS RESTRICTIONS O YES ^ NO 
(IF Y E S , CITE L A W ( S ) ft R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

xfkNONE D STATE O FEDERAL D INDEPENDENT 

17. IS A N INDEX SYSTEM USEDT (IP Y E B . E > : P L A I N 
BF.'IBFLY A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E J 

O YES TO NO 

18, RECOMMENDED RETENTION 

Retain in office until annual County budget 
is published or administrative value ceases, 
whichever is later, then destroy. 

NAME AND TITLE OF PREPARER 

Jan Blodgett, County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE . 

9/28/89 

DCS 550-4 (REVISED 2/87) 



INSTRUCTI QMS- -TYPE OR PHI NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 850 -t ) 

DEPARTMENT OF GENERAL SERV ICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PACE 3 OF / 3 

I " ^ D E P A R T M E N T / A G E N C Y 
St. Mary's County 

2. DIVISION 
Recreation and Parks 

1 . UNIT 

DEFINITION-RECORD SERIES-* O B O U P o r R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D AS A U N I T FOR 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Financial Reports 

8. E A R L I E S T Y E A R / L A T E S T Y E A R 
1987 T O 1989 

6. RECORD SERIES DESCRIPTION ( *" ' K F U V D M C R I B E T H E T Y P E S O F IN F O R M A T I ON / D O C U M E N T S / FORMS P O U N D 
IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E SBFTIES) 

Computer prinouts from County Finance Department detailing Recreation & Parks 
financial activities used for reference and projections. 

7. RECORD SERIES FORMAT( S) 
fit LETTER SIZE • MICROFILM 
° LEGAL SIZE • COMPUTER TAPE 
^^BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE • VIDEO TAPE 
O OTHER(SPEC I FY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
B NUMERICAL 
D CHRONOLOGICAL 
O GEOGRAPHICAL 
gxOTHER{SPEC I FY) 

tmpiiiEiil 

VOLUME 

1*1 
<UMB 

XS9 FILE DRAWER( S ) 
• MICROFILM REEL(S] 
• COMPUTER TAPE(S ) 
• OTHER(SPECIFY) 

I 0. ANNUAL ACCUMULATION 
X 8 FILE DRAWER(S) 

• 5 O MICROFILM REEL(S] 
N U M B E H d COMPUTER TAPE(S) 

• Q T H T R ( sprr i P-V ) 
I I FILE IS USED 

O DAILY ° W E E K L Y fixMONTHLY 
12 , FILE BECOMES INACTIVE AFTER 

D MONTH)S) xS YEAR(S) 

13. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 

Governmental Center - Recreation & Parks office 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

(IF Y E S , S P E C I F Y A O E K C Y OR O F F I C E ) 
jBcYES D N O County Finance office 

15. ACCESS RESTRICTIONS • YES 0XNO 
(IF Y E S , C I T E L A W ( s ) & RBOULATI O N ( S ) 

16. AUDIT REQUIREMENTS 

jgc NONE • STATE D FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p Y E S . E X P L A I N 
BF.IEFLY AND D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

0 YES ax NO 

18. RECOMMENDED RETENTION 

Retain in office 2 years after fiscal year 
created or until adminstrative value ceases, 
whichever is later. 

r. NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE . 

9/28/89 

DOS 550-4 (REVISED 2/87) 



: IHisTKUCTI Q M S - -TYPE OH PW 1 N T A 
S E P A R A T E FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS BBO-I ) 

DEPARTMENT OF GENERAL S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727 5 W A T E R L O O R O A D 
P.O. B O X 275 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 
: IHisTKUCTI Q M S - -TYPE OH PW 1 N T A 

S E P A R A T E FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . FORWARD 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
(DGS BBO-I ) 

DEPARTMENT OF GENERAL S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727 5 W A T E R L O O R O A D 
P.O. B O X 275 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A C E O F / 3 

j ^ ^ J E F A R T M E N T / A G E N C Y 
! St. Mary's County 

2. D I V I S I O N 
Recreation & Parks 

3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S -A G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D AND U S E D AS A UN IT F O R 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

Program Receipts 
E A R L I E S T Y E A R / L A T E S T Y E A R 

198ft T O 1989 

6. R E C O R D S E R I E S D E S C R I P T I O N (» R ,*'' L- V D E S C R I B E T H E T Y P E S O F IN F O R M A T I ON / D O C U M E N T S / FORMS F O U N D 
IN THE S E R I E S . INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E tEFMEI] 

Copies of deposit records and receipts for monies collected through departmental 
programs and through grant reimbursements. Originals sent to County Finance. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

L E T T E R S I Z E • M I C R O F I L M 

a LEGAL S I Z E • C O M P U T E R T A P E 

^ ^ B O U N D B O O K • F L O P P Y D I S K 

a A U D I O T A P E D V I D E O T A P E 

G O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

H X A L P H A B E T I C A L 

P N U M E R I C A L 

• C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

0 O T H E R ( S P E C 1 FY) 

V O L U M E 
xx8 F I L E D R A W E R ( S ) 

• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 

N U M B E R O OTHERI S P E C I F Y ) 

I 0. A N N U A L A C C U M U L A T I O N 
F I L E D R A W E R ! S ) 

# 5 D M I C R O F I L M R E E L ( S ] 
N U M B E R D C O M P U T E R T A P E ( S ) 

; D PT H E R ( S P E C I F Y ) 
! 1 I FILE IS U S E D 

O D A I L Y Q W E E K L Y B M O N T H L Y 

12 , FILE B E C O M E S INACTIVE A F T E R 
• M O N T H ( S ) K X Y E A R ( S ] jnZBEEE 

13. C U R R E N T L O C A T I O N ! S ) ( B L D G . , F L O O R , R O O M ) 
Governmental Center-Recreation & Parks office 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF Y E S , S P E C I F Y /.OEKCY OR O F F I C E ) 
£ k Y E S D N O County Finance Office 

15. A C C E S S R E S T R I C T I O N S • Y E S x£xNO 
( IF Y E S , C I T E L A W ( s ) * RBOULATI O N ( S ) 

16. A U D I T R E Q U I R E M E N T S 

JBCNONE • S T A T E O FEDER A L • I N D E P E N D E N T 

1 7 IS AN INDEX S Y S T E M U S E D T (IP Y E S . E X P L A I N 
B F M B F L Y AND' D E S C R I B E A N Y H A R D W A R E / SOFTWARE ) 

° Y E S x& N O 

I 8 . R E C O M M E N D E D R E T E N T I O N 

Retain in office for 2 years, after 
close of the fiscal year created-,, then 
destroy. 

NAME A N D T I T L E OF P R E P A R E R 

Jan Blodgett/County Archivist 
2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 
2 1 . D A T E 

9/28/89 

D C S 5 5 0-4 ( R E V I S E D 2 / 8 7 ) 



INSTRUCT IONS- -TYPE OH PHI NT A 
SEPARATE FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
WITH R E C O R D S R E T E N T I O N S C H E D U L E 
(DOS 9 8 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P.O. B O X 278 

JE S S U P , M A R Y L A N D 2 0 7 94 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E 5 OF / 3 

^ ^ E F A R T M E N T / A G E N C Y 
St. Mary's County 

2 . D I V I S I O N 
Recreation & Parks 

J. UNIT 

DEFINITION-RECORD SERIES A O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T FOR 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Personnel 

8. EARLIEST YEAR/LATEST YEAR 
1984 T O 1989 

8. RECORD SERIES DESCRIPTION (BR,*F'L-V D E S C R I B E T H E T Y P E S Or IN F O R M A T I ON / D O C U M E N T S / FORMS F O U N D 
IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E tKFI C I J 

FOlders for active and inactive/former personnel in the Recreation and Parks department 
except golf course employees. Contain copies of personnel actions, time sheets, 
schedules. 

7. R E C O R D S E R I E S FORMAT( S ) 

L E T T E R S I Z E • M I C R O F I L M 

O LEGAL S I Z E • C O M P U T E R T A P E 

^ ^ 3 0 U N D B O O K ° F L O P P Y D I S K 

D A U D I O T A P E • V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

S X A L P H A B E T I C A L 

0 N U M E R I C A L 

0 C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

D O T H E R { S P E C I F Y ) 

9. V O L U M E 
S X F I L E D R A W E R ! S ) 
• M I C R O F I L M R E E L ( S ) 

2 D C O M P U T E R T A P E ( S 1 
N U M B E R Q Q T H E R ( S P E C 1 F Y ) 

10. A N N U A L A C C U M U L A T I O N 
X B F I L E D R A W E R ! S ) 

2" D M I C R O F I L M R E E L ( S ) 

0 O T H F R l S P F r i r Y l 

1 1 1 ' FILE IS U S E D 
0 D A I L Y 0 W E E K L Y ^ M O N T H L Y 

, 2 ' FILE B E C O M E S INACTIVE A F T E R 

mUr ° » < * ™ < s , B Y T A R ( S ) 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G , , F L O O R , R O O M ) 

Governmental center - Recreation & Parks office 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(IF Y E S , S P E C I F Y A O E N C Y OR O F F I C E ) 

Y E S Q N O County Personnel Office 

15. A C C E S S R E S T R I C T I O N S jfliYES O N O 
(IF Y E S , C I T E L A w ( s ) ft RBOULAT1 O N ( S ) 

MD Annotated Code. State Government §10-616 

16. A U D I T R E Q U I R E M E N T S 

JS N O N E • S T A T E O F E D E R A L O | N D E P E N D E N T 

17. IS AN INDEX S Y S T E M U S E D T (|p Y E S . E X P L A I N 
B R I E F L Y AND D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

0 Y E S B X N O 

18. R E C O M M E N D E D R E T E N T I O N 

Retain current personnel* -f older's'lLn>>of if ice. 
Transfer time sheets -and ''terminated 
personnel folders^ to County Records Center 
and Archives after 1 year, to he' held for 
3 years. > 

NAME A N D T I T L E OF P R E P A R E R 

Jan Blodgett/County Archivist 

2 0 . T E L E P H O N E N U M B E R 

(301) 475-7844 

* *• 
2 1 . D A T E 

?9/28/89 

D C S 850-4 ( R E V I S E D 2 / 8 7 ) 



IH^TNUCTI QMS- -TYPE OK PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 5S0-I } 

|~^J^EFARTMENT/AGENCY 
i St. Mary's County 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20764 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE or ft , 

2. DIVISION 
Recreation & Parks 

UNIT 

DEFINITION-RECORD SERIES A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Grants/Capital Projects - Active 

8. EARLIEST YEAR/LATEST YEAR 
arrjvp 7 0 

RECORD SERIES DESCRIPTION {BR,K''LV DESCRIBE THE TYPES O r INFORMATION/DOCUMENTS/FORMS POUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES 

Files for State funded (Matching funds) projects for parks, waterway improvements, and 
program grants. Types of materials in files include contracts, copies of grants, lease 
agreements, reference materials, layout and drawings, and reports. Material is 
accumulated over time as parks and projects are developed. 

7. RECORD SERIES FORMAT(S) 
^LETTER SIZE O MICROFILM 
° LEGAL SIZE • COMPUTER TAPE 
^*^BOUND BOOK ° FLOPPY DISK 
° AUDIO TAPE 0 VIDEO TAPE 
n OTHER(SPEC I FY) 

6. RECORD SERIES SEQUENCE 
^ALPHABET 1CAL 
O NUMERICAL 
• CHRONOLOGICAL 
D GEOGRAPHICAL 
0 OTHER(SPEC 1 FY) 

9. VOLUME 
2XFILE DRAWER(S) 
• MICROFILM REEL(S) 

1 0 COMPUTER TAPE 1S ) 
NUMBER D OTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
X E FILE DRAWER(S) 

1 a MICROFILM REEL(S) 

D O T H F R I S P F r i F Y l 

" • FILE IS USED 
° DAILY BtXWEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
£ £ £ £ • MONTH! S) OYEARIS) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 

Governmental Center - Recreation & Parks office 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt 
{lF YES, SPECIFY AOKKCY OR OFFICE) 
Q YES XX NO 

15. ACCESS RESTRICTIONS • YES ScNO 
(IF YES, CITE L A W ( s ) & RBOULAT1 ON ISJ 

16. AUDIT REQUIREMENTS 

0 NONE 0 STATE 0 FEDERAL 9x1NDEPENDENT 

17. IS AN INDEX SYSTEM USED? {|p YES.EXPLAIN 
BF.-IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

a YES B x NO 

18. RECOMMENDED RETENTION 

Retain in office. Transfer to Ianctive 
Files when appropriate. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21 . DATE 
9/28/89 

DCS 55 0-4 (REVISED 2/87) 



INSTRUCT I QMS - - TYPE OH PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 B 0 - I ) 

j ^^DEPARTWENT/AGENCY 
! St. Mary's. County 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE T OF 

2. DIVISION 
Recreation & Parks 

J. UNIT 

DEFINITION-RECORD SERIES-* O R O U F > o r « * L A T E D R E C O R D S N O R M A L L Y F I L E D AMD U S E D AS A U N I T FOR 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Grants/Capital Projects - Inactive 

8. EARLIEST YEAR/LATEST YEAR 
T n p i-1~ i vTO _______ 

RECORD SERIES DESCRIPTION j B R " t F l - V D E S C R I B E T H E T Y P E S Or IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S ) 

Files for departmental activities related to grants: state funding/matching funds 
projects for parks, waterway improvement projects and program grants. Types of 
materials in files include contracts, copies of grants, lease agreements, reference 
materials, layouts and drawings, and reports. Park materials have been created over 
time and reflect the history and development of each park. 

7. RECORD SERIES FORMAT( S) 
gxLETTER SIZE O MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 
^pBOUND BOOK • FLOPPY DISK 

O AUDIO TAPE • VIDEO TAPE 
O OTHER(SPEC I FY J 

B. RECORD SERIES SEQUENCE 
x8 ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
D GEOGRAPHICAL 
D OTHER(SPEC I FY) 

9. VOLUME 
XS FILE DRAWER)S) 
• MICROFILM REEL(S ) 

2 O COMPUTER TAPE(S) 
N U M B E " D OTHER!SPECIFY) 

I 0. ANNUAL ACCUMULATION 
^ FILE DRAWER!S) 

1 • MICROFILM REEL(S) 
NuWakSH D COMPUTER TAPE(S) 

D O T H F B j K P F r I fry ) 

11. FILE IS USED 
0 DAILY ° WEEKLY xR MONTHLY 

12 , FILE BECOMES INACTIVE AFTER 
O MONTH(S) !3txrEAR(S] 

. N U M B E R 
13. CURRENT LOCATION!S) (BLDG,,FLOOR,ROOM) 
Governmental Center - Recreation & Parks office! 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
(IF Y E S , S P E C I F Y /.OEKCY OR O F F I C E ) 
D YES X D NO 

15. ACCESS RESTRICTIONS O YES X6t NO 
(IF Y E S , C I T E L A W ( s ) A R B O U L A T I ON ( S ) 

16. AUDIT REQUIREMENTS 
ScNONE D STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|- Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E , 

• YES ^ NO 

18. RECOMMENDED RETENTION 
Retain in office 2 years after grant or 
funding cycle ceases or until administrative 
use ceases. Transfer to County Records 
Center & Archives for review and permanent 
retention. Park history files contain 
permanent information; program files will vary 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 1 DATE 
9/28/89 

DCS 950-4 (REVISED 2/87) 



j 1HiTKUCT1 QMS - -TYPE OH PH1NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 890•1) 

DEPARTMENT OF GENERAL, SERV 1CES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

eery 
A G E N C Y R E C O R D S I N V E N T O R Y 

j 1HiTKUCT1 QMS - -TYPE OH PH1NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 890•1) 

DEPARTMENT OF GENERAL, SERV 1CES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE *J OF | 3 

P^^DEFARTMENT/AGENCY 
i St. Mary's. County 

2. DIVISION 
Recreation & Parks 

J. UNIT 

DEFINITION-RECORD SERIES-* O R O U ' > o r « * L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D AS A U N I T FOR 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
Site Plans 

EARLIEST YEAR/LATEST YEAR 
Arf jvp TO Tnar H Y P 

RECORD SERIES DESCRIPTION (BRIITRI"V D E S C R I B E T H E T Y P E S O F INFORMATI O N / D O C U M E N T S / F O R M S P O U N D 
IN THE SERIES. I N C L U D E T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S ) 

Land plats, blueprints and drawings for each park site maintained by the department. 

7. RECORD SERIES FORMAT(S] 6. RECORD SERIES SEQUENCE 9. VOLUME 
O LETTER SIZE • MICROFILM X S ALPHABETICAL H FILE DRAWER(S) 

• MICROFILM REEL(S ) 
B LEGAL SIZE • COMPUTER TAPE • NUMERICAL 2 0 COMPUTER TAPE1S ) 

N U M B E R D O T H E R I S P E C I F Y ) ^B^BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL 
2 0 COMPUTER TAPE1S ) 

N U M B E R D O T H E R I S P E C I F Y ) 

° AUDIO TAPE 0 VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT1ON 
OTHER(SPEC I FY) • OTHER(SPECIFYJ ^ FILE DRAWER(S) 
Oversize (50"x 32") • 5 O MICROFILM REEL(S) 

ri UMBER * M w • • nr K . \ / 
O Q T H P B I R P F r i r V l 

1 1 ' FILE IS USED 1 2 • FILE BECOMES INACTIVE AFTER 
D DAILY • WEEKLY X 0 MONTHLY m m k W ° M O t r r H ( s ) xS YEAR( S ) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
Governmental Center - Recreation & Parks office 1 IF Y E S , S P E C I F Y /.OENCY OR O F F I C E ) 

0 YES SxNO 

15. ACCESS RESTRICTIONS • YES xSxNO 16. AUD1T REQU1REMENTS 
(IF Y E S , C I T E L A W ( S ) & RBOULAT1 O N ( S ) 

x3cNONE • STATE 0 FEDERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|p YE 8•EXP LA 1N 
B R I E F L Y AND D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 18. RECOMMENDED RETENTION 

a YES NO Permanent 

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 

Jan Blodgett/County Archivist (301) 475-7844 9/28/89 

DCS 550-4 (REVISED 2/87) 



IHSTRUCTI QMS - -TYPE O R P R I N T A 
S E P A R A T E F O R M F O R EACH N E W OR 
R E V I S E D RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
[DOS SBO -I ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20704 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E 9 OF 

'DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Recreation & Parks 

UNIT 
Parks 

DEFINITION-RECORD SERIES-* O R O U P O F R K l - A T K D RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION FUR-OSES •_ 

4. RECORD SERIES TITLE 
Project Bids & Specifications 

B . E A R L I E S T Y E A R / L A T E S T Y E A R 
i Qf\i T O i gas 

6. RECORD SERIES DESCRIPTION J B R I K F I L V D M C R I B B THE TYPES O F INFORMATI ON/DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES] 

Copies of successful bid proposals and specification bids for equipment used for 
reference in developing new bids. 

7. RECORD SERIES FORMAT(S) 
TO LETTER SIZE O MICROFILM 

O LEGAL SIZE • COMPUTER TAPE 
^^BDUND BOOK D FLOPPY DISK 
Q AUDIO TAPE O VIDEO TAPE 
O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
0 GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
2XFILE DRAWER(S) 
• MICROFILM REEL(S) 

,5 • COMPUTER TAPElSl 
NUMBER D oTHER( SPEC I FY) 

10. ANNUAL ACCUMULATION 
X S FILE DRAWER!S) 

3 • MICROFILM REEL(S) 
N U M B B R d COMPUTER TAPE(S) 

D O T H F R I f i P F r i F Y l 
1 1 ' FILE IS USED 

D DAILY 0 WEEKLY Oc^ONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

3 D MONTH(S) BXYEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center - recreation & Parks office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AGENCY OR OFFICE) 
• YES 3&NO 

IS. ACCESS RESTRICTIONS • YES fiCNO 
(IF YES, CITE L A W ( s ) * RBOULAT1ON(8) 

16. AUDIT REQUIREMENTS 

0 NONE O STATE 0 FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

0 YES X Q N O 

18. RECOMMENDED RETENTION 

Retain in office until administrative 
value ceases, then destroy. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 

9/28/89 

DCS 350-4 (REVISED 2/87) 



INSTRUCT I Q M S - - T Y P E OR P R INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
[DOS 8 8 0 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 2 7 S 

JESSUP, MARYLAND 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE JO OF 

D E P A R T M E N T / A G E N C Y 
St. Mary's County 

2 . DIVISION 
Recreation & Parks 

S. U N I T 
Recreation 

DEFINITION-RECORD SERIES A O R O U F O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
• 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

4. RECORD SERIES TITLE 
General Files 

8. EARLIEST YEAR/LATEST YEAR 
TO TO 

6. RECORD SERIES DESCRIPTION j B R , B , , , - V D E S C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
'IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S ) 

Reference files for the Recreation Division containing program reports, purchase 
requests, cancelled checks and employee fingerprint checks. 

7. RECORD SERIES FORMAT(S) 
LETTER SIZE • MICROFILM 

O LEGAL SIZE • COMPUTER TAPE 
|BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE Q VIDEO TAPE 
Q OTHER(SPEC IFY) 

6. RECORD SERIES SEQUENCE 
XK ALPHABETICAL 
• NUMERICAL 
O CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 
S^FILE DRAWER (S ) 
Q MICROFILM REEL(S) 

•5 D COMPUTER TAPE(S) 
N U M B E " Q OTHER(SPECI FY) 

10. A N N U A L A C C U M U L A T I O N 
^ F I L E DRAWER( S ) 

2 „ • M I C R O F I L M REEL(S] 
NUMBER d C O M P U T E R TAPE(s) 

• O T H E B ( B P E C I F Y ) 
I 11 FILE IS USED 

O DAILY • WEEKLY 2 & MONTHLY 
l Z ' FILE BECOMES INACTIVE AFTER 

™ * W ° " ° N T H ( S 1 & ™ » Q » 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Recreation & Parks office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF Y C S , SPECIFY /.OENCY OR OFFICE) 
O YES £ NO 

15. ACCESS RESTRICTIONS xS YES • NO 
(IF YE8, C I T E L A W ( S ) ft R E O U L A T I O N ( S ) 

Fingerprint records only restricted 

16. AUDIT REQUIREMENTS 

D NONE ° STATE D FEDERAL fik INDEPENDENT 

IS AN INDEX SYSTEM USEDT (|F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

Q YES NO 

18. RECOMMENDED RETENTION 
Retain fingerprint records 3 years after 
employees are terminated; - Mwancial' files 
3 years from fisca'I^year fcre'a.ted; -general 
data files until^administrative value ceases. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

2 0 . TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
.9/28/89 

DCS 550-4 (REVISED 2/87) 



I^STRUCT I QMS - -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 990 -1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE II OF L 

DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Recreation & Parks 

S. UNIT 
Recreation 

DEFINITION•RECORD SERIES-A GROUP O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O B E B 

4. RECORD SERIES TITLE 

Current Programs/Time sheets 
EARLIEST YEAR/LATEST YEAR 

198*} TO 1989 
8. RECORD SERIES DESCRIPTION J B R , , T , , L - V D E S C R I B E T H E T Y P E S O F INPORMATI O N / D O C U M E N T S f FORMS F O U N D 

IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S ] 

Files for each program sponsored or supervised by Recreation Division containing 
promotional information, time sheets for part-time leaders and general program 
information. 

7. RECORD SERIES FORMAT(S) 
0X LETTER SIZE • MICROFILM 
a LEGAL SIZE • COMPUTER TAPE 
|BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE • VIDEO TAPE 
• OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
XB ALPHABETICAL 
D NUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPEC I FY) 

9. VOLUME 
xB FILE DRAWER(S) 
• MICROFILM REEL(S) 

7. 5 • COMPUTER TAPE(S) 
N U M B E W O OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
FILE DRAWER( S) 

O MICROFILM REEL(S) 
N U U B B R D COMPUTER TAPE ( S ) 
. : P OTHER(SPEC I FY) 

.5 

11 FILE IS USED 
O DAILY &• WEEKLY • MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
2 D MONTH(S) ^YEARtS) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Governmental Center-Recreation & Parks office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF Y E S , S P E C I F Y AOEN'CY OR O F F I C E ) 
• YES £?X NO 

19. ACCESS RESTRICTIONS • YES XQ N O 

(IF YES, CITE L A w ( s ) A RBOULATION(S) 
16. AUDIT REQUIREMENTS 

O NONE SxSTATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF Y E S , E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D YES NO 

18. RECOMMENDED RETENTION 
Retain 3 years or until audits completed, 
whichever is later. Retain current year 
and 1 year prior in office, then transfer 
to County Records Center and Archives. 

19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
9/28/89 

DCS 850-4 (REVISED 2/87) 



I^STRUCT IQMS - - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 9B0-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 13- OF & 

DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Recreation & Parks 

UNIT 
Museum 

DEFINITION-RECORD SERIES A OROUP O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D AS A U N I T F O R 
R E F E R E N C E AS W E L L AS R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

4. RECORD SERIES TITLE 
Museum files 

B. EARLIEST YEAR/LATEST YEAR 
1 W TO 19S9 

! 6. RECORD SERIES DESCRIPTION (BR,*''UY D E S C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / FORMS F O U N D 
'IN THE SERIES. INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S ) 

Files related to the administration and programs of the St. Clement's Island Potomac 
River Museum. Includes time sheets, attendance reports, budget files, by-laws of 
Museum Board, correspondence, development and policy statements. 

7. RECORD SERIES FORMAT( S) 
3 & LETTER SIZE P MICROFILM 
P LEGAL SIZE • COMPUTER TAPE 

^^BOUND BOOK P FLOPPY DISK 
P AUDIO TAPE O VIDEO TAPE 
P OTHER(SPEC I FY) 

8. RECORD SERIES SEQUENCE 
28c ALPHABET I GAL 
P NUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
P OTHER(SPEC I FY) 

9. VOLUME 
x£> FILE DRAWER( S ) 

O MICROFILM REEL(S) 
1 D COMPUTER TAPE(S) 

N U M B B * D OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
S*FILE DRAWER(S) 

• 5 0 MICROFILM REEL(S) 
NuMbWt D COMPUTER TAPE(S) 

: • O T H F R ( B P F C I F Y ) 

1 1 FILE IS USED 
P DAILY P WEEKLY X X M O N T H L Y 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Recreation & Parks office 

12. FILE BECOMES INACTIVE AFTER 
2 O MONTH(S) fixYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHEREf 
(IF r e s , S P E C I F Y A G E N C Y OR O F F I C E ) 
H YES P NO Financial records/County Finance 

IS. ACCESS RESTRICTIONS Bt YES P NO 
(IF Y E S , C I T E L A W ( s ) ft RBOULATION(S) 

Personnel files only 

16. AUDIT REQUIREMENTS 

3 NONE P STATE • FEDERAL P INDEPENDENT 

17 , IS AN INDEX SYSTEM USEDT (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

P YES £ j NO 

18. RECOMMENDED RETENTION 
Retain financial and report data for 2 years 
after close of fiscal year created; General 
subject files retain until' administrative 
value ceases. By-lwas, policy files retain 
permanently; transfer to County Records Center 
& Archives when no longer needed in office. 

Ifi. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
9/28/89 

DCS 550-4 (REVISED 2/87) 



INSTRUCT IQMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
[DGS 890-1) (DG! 

1 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE /-3 OF /3 

DEPARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Recreation & Parks 

S. UNIT 
Wicomico Golf Club 

DEFINITION-RECORD S E R I E S A G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E AS W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

RECORD SERIES TITLE 
Wicomico Shores/Chaptico Recreation 

E A R L I E S T Y E A R / L A T E S T Y E A R 
1988 T O 1989 

6. RECORD SERIES DESCRIPTION j B R , K , , l ' V D E S C R I B E T H E T Y P E S OF" IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
IN T H E S E R I E S . INCLUDE T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S ) 

Annual files for administration of Wicomico Golf Course. Includes contracts, budget 
information, budget worksheets, bank deposits, membership dues, correspondence 
and information files. The Golf course is self-funded/self-supporting and administered 
through the Recreation & Parks department. 

7. RECORD SERIES FORMAT(S) 
X % LETTER SIZE O MICROFILM 
° LEGAL SIZE • COMPUTER TAPE 

^^BOUND BOOK • FLOPPY DISK 
D AUDIO TAPE 0 VIDEO TAPE 
Q OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
X}Oc ALPHABETICAL 
D NUMERICAL 
• CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
St FILE DRAWER(S) 
• MICROFILM REEL(S) 

1 D COMPUTER TAPEISl 
N U M B E R D QYHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
^FILE DRAWER( S ) 
O MICROFILM REEL( S ) 

klAfefcfW D COMPUTER TAPE ( S ) 
D Q T H F R l R P F r l F Y l 

1 1 * FILE IS USED 
D DAILY a WEEKLY >ft MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
N U M B E R ° M O N T H t S ' ScYEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Recreation & Parks office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
B X Y E S O NO County Finance office 

15. ACCESS RESTRICTIONS • YES 3 & NO 
(IF Y E S , C I T E L A W ( s ) « R B O U L A T 1 O N ( S ) 

16. AUDIT REQUIREMENTS 

D NONE D STATE • FEDERAL ^INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT [|r Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E J 

D YES £k NO 

18. RECOMMENDED RETENTION 

Retain 5 years. .Ret'a:l*n^ittno%fl^&l2Vyears, 
then transfer tof, County Records Center- & 
Archives. V 

" W 
19. NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
'9/287'8<T " 

D G S 850-4 ( R E V I S E D 2/87) 


